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l_ Anytime Changes

YES

Pre-tax
Cafeteria
Plans
Affected?

Employee requests Change
form from Agency Benefits [— >
Specialist, completes the form,

and returns the form.
| ™

l

Agency Benefits Specialist proceeds to Enroliment
(HRBENO0001), select Anytime Changes and make
the required changes. Also, they make the
necessary dependent benefit updates
(create/change) (PA30). It is good to generate and
send Employee Confirmation Letter. The Agency
Benefits Specialist must sign the Change form,
make a copy for their records and send the original
with the required documentation to EBD.

l =7 AASIS sends electronic

Note: See Family Status Change BPP

interface to vendor(s). ‘
Employee reviews Confirmation i l =
Letter and reports any AASIS automatlca!ly creates or
discrepancies within the required changes Benefits Payroll
time frame. ( Deductions. [}
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Anytime Changes do not require you to create an Adjustment Reason.

Anytime Changes are made for the following reasons:
*Changes in Voluntary 403B Deferred Compensation Contributions
*Changes in 457 (CitiStreet) Deferred Compensation Contributions
*Stop Participation for One of Several Children

Note: On an increase or decrease in a Deferred Comp, you must use
the begin date of the upcoming pay period. *See OPM’s Payroll
calendar of dates.

The Federal Law governs 3 phases in CitiStreet:
* Regular employees (must not exceed the normal annual maximum)
+ Employees over the age of 50
» Employees who are 3 years from retirement

Note: Employees over 50 years of age or 3 years from their Retirement
can defer more money if needed, subject to IRS rules. Information
about additional deferred amounts may be obtained from EBD.
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Exercise
Scenario 9

* You have received an approved request
to add an employee to Citistreet. The
employee wants to contribute $25. Add
the employee’s request for the Anytime
Change.
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Demonstration

- Anytime Changes - Citistreet

Human Resource > Personnel Management >
Benefits > Enroliment
(HRBENO0001/PA30)

AN
Ay

AASIS Support Center, DiAnnette Scott
July’04, Revised to V5.0

8-4

3.4



An AASIS Training Guide
HRBEN — Benefits Administration

Anytime Changes — Citistreet

HREENOOOT
SAP Easy Acd¢
EBE| =&

3 Favorites
= {3 SAP menu

b [ office

b [ Logistics

B (1 Accounting

= ‘3 Human Resaurces
) PPMDT - Manager's Desktop

= {3 Personnel Management

B (3 Administration
B [ Recruitment

L ComEn Follow the menu path or enter
ersonnel evelopmen

< & Baretts < HRBENO0001 in the command
@ HRBENOOD1 - Enraliment
22 HREENOO14 - Termination 1 .
@ HRBEMO003 - Participation Monitor fleld I’ press Enter
@ HRBEMOO04 - Insurability 5
) HREENDODE - Participation Overview '
> [ Group Processing
b (3 Farms
b (3 Administration
> [ Flexinle Spending Accounts
[ 3 Retirement Plans
[ (3 coBRA
I [ Claims (Asia)
B [ Info Systern
B (3 compensation Management
> (3 Personnel Gost Planning
b [ Budget Management
3 Pension Scheme
> (1 Time Management

s AASIS MENU

B [ Payroll
> (3 Training and Event Managemnant
R Y Y AR——— .
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Menu Path: Human Resources>Personnel
Management>Benefits>Enrollment>(HRBEN0001)
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Anytime Changes — Citistreet

G| 2000 2P cee DB S0 HE @ n

Enrollment

Direct selection -
2. Enter employee’s o NnIEzees 2y

Personnel no. 1109
peesormel nunzee_ [

1D number —
Faossible offers Enroliment period
Anytime changes 01/01/1800 - 12/31/9399

3
AEIERIERIEIEL <fmawco er
iniceq 3. Select Anytime Changes
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Anytime Changes — Citistreet

gl 222020 uaBee® | DHE 6000 EHE @

Enrollment

Direct selection

Name Kennedi Edwards on 11/36!2664

Personnel no. 1189

1D number

& Get offer [ Frint form & Emorlist |

Possible offers Enroliment period
|® Select I Anytime changes 01/01/1800 - 12/31/9999

Automatic offer

Anytime changes
@ Enroll El costs [ Undoselection |B[A|EEH[4&R  Evorist
Activity

Status  Validity period

¢ Dependent Life

S Able (Basic DEP Life ASE) 11/30/2004 - 12/31/9999
< Opt Dep. Life

US Able (Opt DEP Life ASE) 11/30/2004 - 12/31/9999
57 Optional Life

US Able-Opt EE Life ASE 13/2X 11/30/2004 - 12/31/9999
~ Opt. Life Post

US Able Opt EE 1/2x Post Ta: 14302004 - 12/34/9909
7 401(a) .

APERS Hon-Cori 4. Double click on the

appropriate Benefits elections
o eae oobend-spenanatet | (hased upon employee elections and the rules)
Flex Medical Spending Acct TYTZUUS = TS TIIgTd
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Anytime Changes — Citistreet

RilHanasEE @

Enroliment
Direct selection Enroll
- on 11307204 @)
1109
457 Citistreet
11/30/2004 - 12/31/9999 Print form Error list

Enroliment period
01/01/1800 - 12/31/3939

5. Enter dollar amount

Amount 25.80 USD [0 Fre-Tax Rollove
=l
B 13 Undo selection v,n’@ 4% Ermorlist
Units i .08 UsD Status | Validity period Activity
[2]
Life ASE) 1113012004 - 1213119999 =
Posttax contribution Bi-weekly
P ©.88 USD [ Start PstTax| ife ASE) 11/30/2004 - 12/31/9999
EESEED | ¢ 6 ASE 1xi2X 1113012004 - 1213119999
Units 8 x 0.08 USD
Post Tax 11/30/2004 - 12/31/9999
| 1113012004 - 1213119999
5
EI 11/30/2004 - 12/31/9999
7 Dependent Care
Flex Depend. Spending Acct 1113012004 - 1213119999
< Medical Care
Flex Medical Spending Acct '09/01/2005 - 12/31/9999 El
=

6. Click Accept =i

AASIS Support Center, DiAnnette Scott 8-8
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Anytime Changes — Citistreet

V‘4I."\'«-':kl!\':\"o\ﬁl'.i.l:llmﬁ!\ﬁ.'ié

Enrollment

Direct selection
Kennedi Edwards

Personnel no. 1109

1D number

@ select |

Possible offers
Anytime changes

el Get offer 2 Print form = Erorlist |

Enroliment period
01/01/1800 - 12/31/9999

Automatic offer

[ G08lemed Eduads |

Enrall @ Costs |@ Undoselecion |2 ’- &% Erorlist

Status

Validity period Activity

~ Depfndent Lifs

US Able-Opt EE Life ASE 1X/2X
= Opt Life Post

US Able Opt EE 1x/2x Post Tax
= 401(a)
APERS Non-Cont

% Dependent Care

Flex Depend. Spending Acct
~ Medical Care

Flex Medical Spending Acct

11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9998
11/30/2004 - 12/31/9999

09/01/2005 - 12/31/9999

G b
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Anytime Changes — Citistreet

@@ & I BEE BHO0 EE @
Enrollment
Diredt selection Enroll
Name Kennedi Edwards on  11/38/2004 F)
Personnel no. 1109
Offer selection
1D number Erorlist |
List of Plans period
Plan From To - 12
jElan Lom,
457 Citistreet 11/30/2004 1273119999

on [B[& - & Emorlist

Validity period Ativity

11/30/2004 - 12/31/9999

11/30/2004 - 12/31/9999

11/30/2004 - 12/31/9999

11/30/2004 - 12/31/9999

11/30/2004 - 12/31/9999

[=]
[=]
" Note: Verify the Plan selected |
[2]
[=]

11/30/2004 - 12/31/9999
&> Egroll |3 Cancel

1] 3] I s (1|0

ex Deper pending Ac 11/30/2004 - 12/31/9999
Medical Care
H Flex Medical Spending Acct 09/01/2005 - 12/21/9999
| 8. Click to enroll
<
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Enroliment
Direct selection Enroll
MName Kennedi Edwards
Personnel no. 1169
Offer selection

HRBEN - Benefits Administration

Anytime Changes — Citistreet

on 11/30r2004

D a Print form e} Error list

Enrallment period
01/01/1800 - 12/31/9899

Costs  [# Undo selection |[%3] ‘- 48 Emorlist

Status | Validity period Activity

Continue | B3 Confirmation [e
DEP Life ASE)
l ‘v Opt. Dep. Life

jt DEF Life ASE)

9. Click Confirmation; EE Lire ASE 13020
Follow print instructions |e= e

APERS Non-Cont
< 457
457 Citistreet
=~ Dependent Care
Flex Depend. Spending Acct
= Medical Care
Flex Medical Spending Acct

0 — 7

11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9999
11/30/2004 - 12/31/9998
11/30/2004 - 12/31/9999

09/01/2005 - 12/31/9999

7] S s [E1/ Y
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Anytime Changes — Citistreet

OB oDhan BHE | @
Enroliment
Direct selection Enrall
Name Kennedi Edwards o 11/30/2004 (5
Personnel no. 1109
Offer selection
D 0O Printform & Error list
Enrollment period
01/01/1800 - 12/31/9999
=P

Costs @8 undaseiection | B[a|E[4 Evorist
Status | Validity period Adlivity
tinue Confirmation [e [~]
DEP Life ASE) 11/30/2004 - 12/31/2999 =
= Opt Dep. Life
. . US Able (Opt DEP Life ASE) 11/30/2004 - 12/31/9999
3 C c < Optional Life
1 - Ilc'( ontlnue US Able-Opt EE Life ASE 1X/2X 11/30/2004 - 12/31/2999
< Opt Life Post
US Able Opt EE 1w/2x Post Tax 11/30/2004 - 12/31/9999
7 407(a)
APERS Mon-Cont 11/30/2004 - 12/31/2999
< 457
457 Citistreet 11/30/2004 - 12/31/9998 &
< Dependent Care
Flex Depend. Spending Acct 11/30/2004 - 12/31/2999
2 Medical Care
Flex Medical Spending Acct 09/01/2005 - 12/31/9999 E
0 I S | £ Y|
<
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Questions and Answers
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